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ROBIPOS POINT OF SALE SYSTEM

Advantages of Robipos POS

1. Very fast customers checkout.

2.Elegant and fast invoicing that can be printed or
emailed to your clients.

3.Know how much stock you have and when you need
to order new stock

4.Fast purchase order generation that can be emailed to
suppliers instantly

5.1dentify your dead stock to enable you to deal with it
6.Identify your near expiry stock and sell before it
expires

7 .Identify your busy periods by month, week, day, day



of week and even hour of the day

8.Compare your sales by year, month, week, day or
even day of week

9.Help you to allocate staff hours efficiently thus saving
you money

10.Have the right stock always, so no over stocking that
tie up your cash, or under stocking to lose customers to

your competitors

11.Collect your money on time by sending email
reminders and statements to clients

12.Cut down your accountant bills by providing your
accountant with precise information

13.1dentify your good staff and reward them to help
boost your sales

14.Process credit card on the net saving you line rentals
and expensive operator mistakes

15.Generate more sales using the built in emailing to

send promotions to existing clients
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16.Know your business financial position at any time by
the press of a button

17.Barcode your stock to help eliminate errors and
speed up the sales process

18.Combine different part numbers for the same stock
under one code

19.0rder stock from your suppliers using their own

part numbers and much more....



TABLE OF CONTENT

HOW dO I MaKE @ SAIET ...ttt ettt ettt e s e st e e sbt e s bt e e sabeesabeesbeeesareeenees 6
How to configure the system so that your receipt has your business details..........cccccceeeviiieeeiiinnn.n. 11
WHOLESALE ...ttt sttt ettt et et e s bt s ae e s et e st e e bt e b e e s bt e saeesabe e bt e be e bt e nbeesneesneeennean 14
CATEGORY OF PEOPLE ...ttt ettt st sttt et sb e it st st et b e beesbeesmeesmeeenne s 15
HOW TO ADD A BRANGCH. ...ttt ettt ettt ettt ettt eeteteteteteeeteteeeeeeeeeeeteteeeaeeeeeeeeseeesereeeeesesananes 17
HOW TO ADD AND MANAGE PEOPIE/CONTACES....ccveiereieereeetieceeeeeeteeeeeeeeteeeeteeeeteeeeareeeteseeseeeereeenns 18
HOW £0 @00 @ USEI .ttt et e b e st st st et e bt e b e s be e sbeesaeeeteenbeesbeesanenas 22
(01T = Lo ] Vo] il o] oo U1 £ S PR SR 25
STOCKLIST (COUNTER) .vtteiuteeeteeeeieeetee ettt e e vt eesiteesteeebaeesateeesaeessseeansasassseesssasensseesnsesensseessseesnsesesssennn 29
PrOAUCE MAIN SEOE .ottt ettt ettt ettt e st st e e bt e e s bt e e sabeesabeesbbeesabeeesnbeesabeesabaeesareenans 34
Y T a T =T o Yo ] o O PTPPPPPPPPPPTRt 35
TaToToY 0 g 1T o =48y Yo Q11 AU 36
[SSUBT STOIE IEEMIS ..ttt st sttt et e bt e s bt e s at e st e e bt e b e e beesbeesaeesateeabeenbeenneesanenas 38
LOW SEOCK [ISt...teeeeiee ettt ettt ettt e st e st e e bt e e s bt e e sab e e s bt e sbbeesabeeesnseesateesabaeesabeennns 38
LOW SEOT .ttt e e et e e e e et e e e e e s r et e e e e e s e s arrnee 39
ACCOUNTING .. et et e e ettt et et et et et et et et et e eeeaeeeeeae et e e et e e e e aeeeeeeeaeaeeeaeaeeeeeeeeeeeenenes 40
PUICRASES ..ttt st sttt et e b e s bt e s bt e s ab e e bt e bt e bt e s bt e saeesateebeenbeesaeesaneeas 44
EXPENSES ..ttt ettt et e e e e e a b e et e e e e e e e b e be et e e e e e e e e nabeeeeeeee e e e rareeeeeeeaeeannrree 50
2 0] Qe [T o Yo 1] £ RSP 54
DT F=T=q=To I o] oo U Lol 3PP 57
1Ty o] NV T 11 (=] o Yo Y R 58
GrOUPING MEIMDEIS ..oeiiiiiiee et ettt ettt e e e ette e e e tee e e eebaeeeeebaeeeeaabaeeeesabesaeaansasaeeanbaseeeansesaeennsesaeenrenns 60
Y=g Lo K] 4 T PSSP PP TOTS 61
DOCUMIEBNES ...ttt s bbb s bbb s e 64
B I 1ot 1 1=Y o ] Y PPN 66
A ettt ettt b e bt bt e ea et et e e bt e bt e ehe e ea bt e bt e be e bt e abeeeheeeabe e teenbeesheenaneea 67
L0 1 ol =T o | 4 PSSP PRTOUR 69
(00T 0] o] F= 11 0 L3RRS 72
EVENTS et 73
(0 0= o Tl o = 1Y VYo o PP 76

(000] ] = Tot ANV ISR (o] =Yoo [V 1T o T=Y SR SRS 77






How do I make a sale?

Click on sales module which is on the dashboard

B sales
B Whole sale
& Cashier Sales

w Return/RePrint Sales

[a} Category of people

Enter the code or name of the product, enter the quantity of the product
being sold, the click on add sales button. Select the mode of payment and
enter the amount of money paid by the customer. Then click print or don’t

print.



Click print if you can print the receipt and press don’t print if you don’t

have a printer.

2647
Enter code or name 1 0 AMT v | Add sales

: Gash + | —Select Customentater-—
Item Name Unit  Qty Disc Price Total

Total e casiFs cash
MPESA-F4 ()

. cArRDF5 ()

CREDIT-F6 ()

VOUCHER-
F7 0
CHEQUE-

F& w0
L POINTS-
Fo 0
CREDIT
norri0 O

CHANGE ()

£

Click on Cashier sales module.to view sales made by the

cashier.

B sales
B Whole sale
& Cashier Sales

w Return/RePrint Sales

[a} Category of people

View the sales made.
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1 Sales.

How to return a good?

After making a sale, go to cashier sales module. Go to

the product sold.

((oearses | EEEEERSRER) (SRR v s s | I [ v v | (s e [ oty e | EEEEE] fes
rd foucher

[RCTHe _ [RefNo Mods  [Table flolal_Bal _[cash pesa a redit__ JPoinis___ [Cheque. ode [Customer Date sold Jeounter [sold by [status
‘|cm "\5:442032'-Pnn- Fash ‘ ’E:: ’r. 00 ‘ [2018-12-10 08:48:27 ICo\me' ),ﬂ.dmr
[ Expected Amount: 600.00 00.00 w ] w 7] ] ] [Total for all payments : 600.00

1 Sales

Click on the “view” button

Table

Click on return button then Click on the close bill

button.

Close Bill



It will take you back to the sales button if one wants to

exchange a product.

View Pending/Received Payments
Code Qty Disc Mode Add

2547
| 1 0 AMT v Add sales

s Cash v —Select Customer/\Waiter---

Item Name Unit  Qty Disc Price Total

Total CASH-F3
MPESAF4 ()

CARD-F5 ()

CREDIT-F6 ()

VOUCHER-
F7 0
CHEQUE-
F8

L POINTS-
F9
CREDIT
NOT-F10

cHANGE ()

oo o

View returned sales
If you want to view the returned sales or if a good was

returned,Go to manage report module.
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DETAILED REPORT SUMMARY REPORT
No No Name

Click on the “returned sales” button.

Another way to return goods

On the dashboard click on the “Return/reprint sales”.

& Retum/RePrint Sales

Then enter the receipt number of the sales that you

would want to return.
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How to configure the system so that your receipt has
your business details

On the dashboard, click on the “configuration” button.

X Change password

f. Update profile

# Configuration

&8 Logout

Update Your company details

e
Business name/details <h1>Bu:

Currency symbel KsH




12

Description

GrandMass discount no
Display Description? no
Display Barcode? no

Return policy GOODS ONCE 50LD ARE NOT RETURNABLE

nvoice Terms

Mpesa Payhill “hlx

PFayment Types CASH

Type of Receipt to display ? Reta

Peyment Mode? Beforz Receipt
Default No of Receipt fo print ? Two Withaut Automatic Logout
Display

Difault Shift Start day ? Current

Default Shift Start time 00:00

Default Shift Close day ? Current
Default Shift Close time 2350
Fiscal Year
Company logo Choase file | No fik chosen
Update Setting

Enter the business name between the <h1> and </h1>

‘The phone number of the business in the fields. If the
business has two phone numbers, enter one in phone 1

and the second number on phone 2.

Enter the rest of the details too.
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When you cheque the receipt you will notice that the
details are displayed just the way you entered the

details.

In this example the business name was “Business name’.

A ROBIBEARCH POE

BILL

Business name
TELEPHONE 2: 0727518881

RECEIPT MO 20 REF NO:{Cash) 11 54433-3043

Item Name City Dsc Price Total
PORK 4.00 0 120 480
TGT.P;I: AMOUNT ) 430;0-0

CcCASH 480

CHANGE 0.00
TAKF!ATE -------------- VAT AMT - VATAELE AMT E!EHF-"TA_P-IT -------------------
16.00% 66.20 413.80 0.00

GRAND TOTAL - 48000

ED0O0DS ONCE S0OLD ARE NOT RETURNABLE
Developed by Robisearch LTD (0TE0E5588T)
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WHOLESALE

‘The wholesale module is just like the sales module but
the difference is in quantity. The quantity of the

product is in bulk.

For example, when the guantity of a 1 crate of eggs can

mean 32 eggs.

Click on wholesale module.

‘B sales
B Whole sale
& Cashier Sales

w Return/RePrint Sales

[a} Category of people

The unit of measurement (UOM) is added when

adding a product where the unit of measurement is

given.
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Enter the product code or name, the quantity then click
on add sale. Then enter the payment and its mode and
print the receipt if the business has a printer and click

on “don’t print” if the business has no printer.

View Pending/Received Payments
Qty (v BendngRecened Farent |

isc et
Qty % S Price Total
Total CASH-F3 cash

MPESA-F4

CARDF5 0
CREDIT-F6 0
VOUCHER-F7 0
CHEQUE-F8 0
L POINTS-F9 0
CREDIT NOT-F10 0
CHANGE 0

Developed and Copvriahted by Robisearch Limitedi0780655967)

CATEGORY OF PEOPLE

This module is where you add the different employees

of the organization. For example cleaners, suppliers.

Click on “category of people” module.

& Retum/RePrint Sales

Category of people

B Branch
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Here you will be able to view all the categories of people

that you'll have added.
[ et oo |

Sueeess! You have successfully deleted this item!

10 ¥ |records per page Search::J

No# Name Old Members Current Members

ma
graduaies m
SWeepers m
e =

Click on “add category/group” to add a category or
group. Enter the name of the category e.g Cleaners and
then the description e.g #his category of people are supposed
to clean the compound and the office. Then click “add

category” button.

Add new Category/group

Mame

Deszcription Enter description

View category/grou
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HOW TO ADD A BRANCH.

A business can have several branches in different
places. This module enables one to add the different

branches.

Click on the “Branch” module.

& Retum/RePrint Sales

Category of people

B Branch

You'll be able to view all the branches of your business if

you've added them before.

1l ¥ | records perpage Search: [ ]

N0 Name Description Status More

1 Counter active m

Click on the “add branch” button.Enter the name of the

branch e.g Juja branch or Nairobi branch.Enter the
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description of the branch and click on “Add branch”

button.

Add new Branch

Name Enter name

Description Enter description

Add Branch

HOW TO ADD AND MANAGE People/contacts
'This module enables you to add the people in your

business into the system and group them.

Click on the “People/contacts” module

B People/Contacts
B Users

€ Category of Products

# Stock List{Counter)
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You'll be able to view all the people/contacts that you've

added in the system.

ALLNENBERS

-

b lame Emal Phane 10 Number Company sl Acton

T i [ i M
b ORON0 {148 A4 bl M

Segreh formemfers

Hare

Vi
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Click on “add member” button to add a contact.

The form below will pop up. Enter the person’s details

then click on “Add member” button.

In order to upload the members in bulk click on
member upload, upload an excel file (preferably csv,
comma delimiter, you'll see this when saving the excel

file) which has the details of the members.

If you need to download a template of how the excel

sheet should look like click on “download bulk member
template” button to see the order of the details of the

people that you should enter in the excel sheet.
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Add new Member/ Contact

Names* Enter first and last name

Phone * Enter phone e.g 254712345675
e.g 254712345678

Phone 2 Enter other line e.g 2547123456738

Other Mumber e.g 254712345673

Company* Enter company name if any
Gender —Select Gender— T
Country? Kenya ¥
Email Enter Your emal
ID Enter idno if any or Company Pin
Number
City Enter City or town
Zip Code Enter Zip Code

Website/Link Enter website if an

Entry date Enter Entry date

Description Enter commenis

When you want to group the person to a specific

category/group, click on “group” button.
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LastMame  F View category/group
First Name JULIAMA
Thiz membe
Email Enter Your ema
Name From Date U
Phone 12345
Group SWEEPETS Y y
Status artive ¥
Aszign o this group
1 b

Develooad and Coovriahted bv Robisearch Limited(0730

It will take you to the above page. Choose the group
and the status of the person. Click on the “Assign to

this group” button.

How to add a user
This module deals with adding the employees of the

business.

Click on “user” button.

B People/Contacts
B Users

€ Category of Products

# Stock List(Counter)
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You'll be able to view all the employees that you've

added into the system

B e
Success! You have succzssfuly Undsted The data..

First Kame lzst Wame Email Phane [0 Number szt Action Hore

Rabert Quke motisearc{@gmal.com e e m m

Click on “add employee” button. A form will pop up.

Enter the details of the user then click on “Add user”.
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Add new User/ Contact

Last
Name

First Enter your Other Names
Name

Phone Enter your phone Number e.g 25718567280
Humber

Gender —5elect Gender— ¥

D Enter idno if any or Campany Pin
Number

Status —5Select status--- v

Email

Password Create your own password

Confirm
Password

When you want to give the users roles as the admin,
click on “Roles” button. You'll be able to give each user

roles.

Action
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Category of products
In this module, the subcategory and main category of

products are created.

Click on Category of products module.

& Category of Products
# Stock List(Counter)
# Productz{Main store)

|& Incoming stocklist/Store

1£ Issued Store ltems

B Low shocklist

2 Low Siore

After clicking on the module, you'll be able to view all
the subcategories of products. Subcategory examples are
utensils where by the product is spoon. And the main

caz‘egary 18 supermar&ez‘.

VIEW LOWEST CATEGORY OF PRODUCTS( No.2)

| 10 v |records per page Search:[ ]

NO Name Main Category Status More

3 supa loaf bread active m
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On clicking on subcategory, a form will pop up. Enter
the details of the subcategory and specify in which

category it 1s in.

Add new sub product category

Name Enter name

Main ---Select Sub-category--- v
Category?

Description Enter description

Clicking on “view main category” you will be able to

view all main categories.
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B vovovcey [VenbnciNesienenUon) | s

| 10 v |records per page Search:[ ]

NO Name Description Status More

1 ELECTRICALS active m
2 bread sdfgn active m

Clicking on “add main category”, a form will be able to
pop up .Enter the name and description of the main

category. Then click on “add main category” button.
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Add new main/parent product category

Name Enter name

Description Enter description

Add Main Category

View uom

Clicking on the “view UOM?” button, you will be able

to view all units of measurements.

View Units of Measurements

‘ 10 v |records per page Search:[ ]

NO Unit Name Code Description Status More

1 Half hif active m
2 No Units NOU No Units active m
3 Dozen dz Dozen active m
4 Bar BR Bar active m
5 Packets pcks Packets active m
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The “add UOM?” button will enable you add a new unit

of measurement.

7

Add New Unit Of Measurement

Unit Name Enter name
Unit Code Enter code
Description Enter description

Add Category

STOCKLIST (COUNTER)

Click on stock list module

* Stock List(Counter)

How to view/download stock

Click on download/view product stocks
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) R B o oo oo || swckisng View Shop Product
Search for product by name, code description

Code Product Name Drawer Category B.price S.price Wh.price Qty Branch Uom Edit Transfer Stock More Delete
78 Maize- MEAT 160 200 180 Counter  Kg
6778990 YOGHURTS-SDFGHJ MAINSTORE = MEAT 20 50 30 Counter  bx o E——
6 beef- MEAT 400 450 420 B counter  hif e m
asdefrghj mutton- MEAT 400 500 480 Tl counter Kg Edit stock m
4 chicken- MEAT 1500 2500 2000 ZE Counter Kg
7sxdfg mnbvc- MEAT 1500 2000 1800 Counter = Kg et Tock Delet
123 pork-w3edr MEAT 100 120 1000 FXEl counter  nif Delet

Then fill the form below, then click on view/downloads

button.do

Stock Report

Counter Counter v

Action | want to view all counters bl

type
View /Download Stock

How to upload a product list.
Click on product upload list button

Then on the form, click browse and select the product
list you want to upload the click “upload product

“button.
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Please Upload Correct stocklist data(CSV)

CSVLIST Browse... | No file selected.

Upload correct format of CSV File here.

Upload products

How to open a stock.

Click on open/close stock button on toolbar, then click

on open stock button and fill the form.

After filling the form click the “open now” button.

Open stock

Are you sure you want to open the stock?

Counter/branc Counier v
Opening 2018-12-14
Date Time: 15:29:56

How to close a stock,
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Click on open/close stock, then click on close button
then fill the form below. After filling the form click on

“close” button.

Close stock

Are you sure you want to close the stock?

Counter/branc Counter v
Close 2018-12-14
Date Time: 16:29:45
Opening 2018-12-14
Date

R,
R SIS S
Ao INSIVY
I
< /
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Download stock

Are you sure you want to download the stock with
this below closing date?

Counter/branc Counter E’
Closing 2018-12-14
Bate Time: 16:29-45

How to download stock

Click on open/stock button, then click on download
button and fill the in the form then after filling the

page, click “download now” button.
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Product main store
‘This module is where by a new product is added in the
system. The price button allows the one with the role of

changing product price to change the product price.

The button Dispatch is transferring a product from the

main store to the counter.

The stock button enables one to add more stock of a

product.

The issue button enables you to transfer a product from
the main store for personal use by the business. For

example yoghurt given to employees in a supermarket.

A N (i e | [ s | S O o s super 1 S s

Search for product by name, code description.
Product
Code Name Drawer Category B.price S.price  Wh.price Qty Uom Edit Price Dispatch Stock Issue More
56 bread- breaddy supaloaf 30 40 35 full Dispatch ‘ ‘m
E N = £ [
Category N

6778990 YOGHURTS- MAINSTORE No 20 50 30 92 00 [l Dispatch ‘ ‘ m
SDFGHJ Category -
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The product bulk upload button enables you to upload
products to the system in bulk. You can upload them in
an excel sheet. You can the template by clicking on

download template button.

Manage Report

DETAILED REPORT

Mo Mame

1

2



SUMMARY REPORT

Mo

=

ame

1 View Receipt Sales{All)

Receipt Sales Per Person

Receipt Sales Per Customer

L]

Money Mpesa Received

¢
%

Mpesa P

2
2

]
i
i
]

3]

Daily collection Report

Uszer Logs

Activity logs

ACCOUNTING REPORTS

s

&
-
2
g

:
:
:

@
2

:

;
:
3

Incoming stock list
This module is able to show you stock that is being

transferred from the main store to the counter.
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On clicking on the “incoming stock list”, you'll be able
to view the stock being transferred from the main store

to the counter.

Invoice PONo  Name fotal  Type Fom  To Added Date Supplier Rddedby  More
Maize () 2000 ManBranch  suppler  Man  2018-12-1309.03:32 No Supplier. — Admin
Maize ) 0000  ManBranch  suppler  Mam  2018424309.0241 NoSuppier.  Admin

beef 0000 VanBranh  memal  Man 20017242 NoSuper.  Admin
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Issued store items

In this module, you are able to view the items which
were taken from the main store for personal use by the
business. For example yoghurt given to employees in a

supermarket.

- prntreceipt S

Name total Added Date Comments Added by More

YOGHURTS (SDFGH) 2 20184240 13097 REMOVED Admin m

Total Quantity

Low stock list

In this module,you are able to view the products in the
counter that have reached their re-order level. The re-
order level of a product is stated when one is adding a
new product in the system.it is usually among the
details filled in the form after add product button is

clicked on.
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Sealch fo product by name, code description. M@

Code  Product Name Cateqory Spplir ~~ Bprice  Sprice  Hprice Oy  Branch  ExpDatelMore

3 porkwdedr No Cateqary. it 0 2l 10w Coumer o 00 M

Low store

In this module,you are able to view the products in the
main store that have reached their re-order level. The
re-order level of a product is stated when one is adding
a new product in the system.it is usually among the
details filled in the form after add product button is

clicked on.
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Search for product by name, code, description.. @

Code  Product Name Catagory Supplier B.price Sprice  Hprice Qfy  Expiry Date More|Delete

% beat spakal  UON 9 0 % T o000 m

ACCOUNTING

How do I add an account?

Click on accounting module

5 Accounting

You can view the account module here
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10 :v records per page Search:[:

Name Account type Description
ROBY MPESA GHJKL

MPESA MPESA

MPESA No sub acc. MPESA

CASH No sub acc.

card No sub acc.

BANK No sub acc BANK

Airtel Money No sub acc MOBILE MONEY

Date created

2018-12-10 11:39:37

2018-12-10 12:21:49

2018-03-24 04:57-18am

2018-03-24 04:59:50am

2018-03-26 14:34:44pm

2018-03-24 05:00:12am

2018-12-07 13:40:59

View Payment Methods

More

More v

More v

More v

More v

More v

More v

Creating an account click on account type and fill in the

form then click the button “add new account”.

Add new Account type

Add new Account type

Account Name: Please provide your Account name
Type Select Report type
Description Bussines Descriptionhere
Description



42

View the account type created

_‘ Back View Accounts type
10 + | records per page Search:[:j

No# Name Type Description
3 Asset BS Asset

2 Liability BS Liability

3 Equity BS Equity

4 Income PL Income

5 Expense PL Expense

6 ROBY BS

7 ASSETS PL

8 LIABILITY PL

9 asset PL

Creating general ledger account.

Click on add GL sub Groups, fill in the form.

_‘rcﬁaﬁsdwi\‘ceoum’ H Back J View (

[ 10 v records per page Search:( J

No# Sub-Gl Account Name Type Sub Group Name More

1 Banks Asset No sub Acc
6 Current asset Asset No sub Acc.
7 Fixed assets Asset No sub Acc. m

8 Inventory assets Asset No sub Acc

Fill the GL form below.



Add new Sub-GL Account

Sub GL Account
Name:

Account type?

Sub group
name?

Please provide your Account name

—Select Sub Account type—

—No sub group—

Add Sub-groups

HOW TO ADD PAYMENT METHOD

Click on add payment method.

Success! You have successfully added anew payment method!

10 ‘v\ records per page Search: :j

Name Account type
Airtel Money No sub acc
atm BANK

BANK No sub acc.
card No sub acc
CASH No sub acc
MPESA MPESA
MPESA No sub acc

Fill in the form below. Click add GL. Account

Description

MOBILE MONEY

BANK

MPESA

Date created

2018-12-07 13:40:59

2018-12-14 14:14:27

2018-03-24 05:00:12am

2018-03-26 14:34:44pm

2018-03-24 04:59:50am

2018-12-10 12:21:49

2018-03-24 04:57:18am

View Payment Methods

More ~

More v

More v

More v

More v

More v

=
o
°

More ~
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Add new GL Account

Gl Code: 4567890
Account Name: pettycash
Account Group ---Select Sub Group type--—-
type?
Sub Account -—Select Sub Account name—
name?
Opening Date 2018-12-14 14:03:44
Opening 0
Balance:
Currency Select Currency

Add GL Account

Purchases
This module keeps record of what the business is

purchasing from suppliers.



45

View Quotation  Purchases order  Sales order  Budget

Add Invoice No Amount  Paid Balance VAT Taxable Invoice Date Paid Date Pin Supplier Remarks Pay More
J5TET8T8 50000 000 50000 99555 4310345 2018121160543 0181121180543 52635365 UON na W
TS 200 W00 0 75 17241 20131108 175141 20181109 175141 MDD W

Total amount -

When you click on add new purchase button, you form
pop up appears. Enter all the details of that purchase
including the invoice number. Then click on “add

purchase” button.
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Add new Purchases

Invoice | Enter invoice or Receip tnumber
Receipt
MNo .

Invoice 2018-12-0% 14:39:16
Date

From —Select supplier-— v
supplier?

Supplier Enter supplier PII
Pin :

Payment 2018-12-05 14:39:16
Date

Total Enter Your Total amount used
Amount :

vat type? —-I= this purchase inclusive-— ¥
VAT Rate 16

VAT This iz automatic upon saving
Amount ;

Taxable
Amount :

Remarks Enter remarks

The quotation is what we are sending to the buyer to
tell them the prices of our products. When you click on
view quotation, click on add quotation. Enter the

details of the quotation
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Add new quotation

Requested by:

Customer Details

Quotation No: IS 15 aUTtmancaly generated

Ref No: 11544010024

Quotation Date 2018-12-05 14:40:24

Valididty Date 2018-12-05 14:40:24

Terms of Enter Terms of payment
guotation

Total Amount hiz is automatically calculated

Prepared by:

Mote/Message

Shipping to?

The purchase order is what you send to the supplier or
seller about what you want to purchase from them.
Clicking on “purchase order”, you'll be able to view all

the p.orders.
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Purchases  Quataion  Purchaseorder  Salesorder  Budget

There was no purchase found in the system

View P.O No Amount P.Order Date Expiry Date Entry Date Supplier

Total amount -

0 Purchases (s) in the system.

Click on “add purchase order”, the form will pop up.

Enter the details and click on create new purchase

order.
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Add new Purchase Order
Supplier ? -—S5elect Customer/suppliervender— v
P.Order No: il |
P.Order Date 20181217 16:42:22
Exp Expiry Date 20181217 16:42:22
Ordered by: Enter contact Name for P.O
Terms of Enter Terms of payment
payment
Freight On Board Enter person in charge
Total Amount Please total amount
Delivery Method: Please provide delivery method
Shipping to Shipping to details.
details..
P
Note/Message Bussines/comments/note
P
Create new Purchase Order

Same with sales order. A sales order is what the
business will send to the buyer when delivering the

products sold.
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Purchases  Quotation  Purchase order  Sales order  Budget

There was no purchase found in the system
View S.0No Amount Order Date Expiry Date Entry Date Supplier
Total amount

EXPENSES

An expense consists of the economic costs a business

incurs through its operations to earn revenue.

When you click on expense module,youll be able to

view all expenses.

P.O Bank
More Supplier No Name  Amount Name
jkuat PETTY 1200 Mary

CASH

Balance 1200

View Expens
Date Approved
Paid by? Description Status Action More
22)318-12- mr robert active m

11:50:23

Click on add expense. The form below will pop up.

Enter all details

Remarks
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Add new Expense

Company —Zelect Company/Customerfsupplierfirender— ¥
Bank —Select bank name— v
name?

Ref No EXP-115340077

Amount 0.00
Name? Enter the person in charge
Invoice /P Enter Invoice or Purchase Order Mumber if amy
Order/ Sales
Order No
Contact Phone of person incharge
Approved Confirmed by?
by?
Date 2018-12-05 14:03:00
Upload Mo file chosen
Document
Description Enter description

The more button will give more information about the

expensc.
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- DAILY EXPENSES

Bank name? PETTY CASH Balance=237775 " payee? - :
Date captured .
e B Paid Date 20181207 11:50-23
r:oice [Purchase Order Enter Invoice or Purchase Order Number if any Contact R
e S Description/Note Bussines/comments/note
4

Approved by? i robert Amount o
Account: Description: Ref No: Total Customer save
( Select Account | || Enter description NIA amount --Select Customer/supplier; v
Food Expense N/A 600 jkuatioses P ﬂ
Item Name/Code: Qty: Description:  Rate: Total: Customer:
‘ Enter code or name ‘ 1 description —Select Customer/supplierive ¥
There is no data found..
TOTAL MONEY SPENT: Total:600.00

The add bill/supplier invoice

This button enables you to record any bill that the
business has.

Wore Supplier Amount Contact Person Billing Paid Due Date Approver Description Status Payments More

There no records found.

Balance

0 Records in the system
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Click on “add bill” button to add the details of the
specific bill.

Add new Bill
Supplier ? —-Select Customersupplierfvender— ¥
Ref Mo BILL-11544007295
Bill No Enter bill no
Total Bill Enter amount
Amount
Contact Enter the person in charge
Perzon?
Approved Confirmed by?
by?
Bill Date 2018-12-05 14:06:35
Due Date 2018-12-05 14:06:35
Payment Enter the payment ferms
terms

Memo/Descript Enter description

PAY PENDING BILLS

More Bill No Due Date Supplier Amount Balance Paid Amount Payment More

| ‘ 1 2018-12-06 15:33:17 jkuat 50000 0.00 0.00 |
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'The pay now button enables you to record the payment

of the bill. Then click on make payment.

Pay this bill
Success! You have successfully Added a new Bill ..
Bank —5elect bank name-—

from?

Amount CMier pany ment
To pay

Description Enter payment details e.g paid to?

Original S0000
Amount

Paid 0.00
Amount

Balance 0.00
Due

Bank deposits
This is where by any payment received by the business

is recorded in the various bank accounts.
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Click on the bank deposit module.

& Damaged products

&= Purchases

E Expenses/Iincome

(@] Bank Deposits

You will be able to view all the bank deposits.

View Bank Name Recorded by Responsible Person Description Amount Date Deposited Mere
EQUITY BANK Admin robert daily sales 70000 2018-10-27 122712 W
General, Adrin james sales 90000 2018-10-25 09,1109 W
EQUITY BANK Adrmin all 85000 2013-10-24 06:44:53 W
EQUITY BANK Adrmin James 77000 2018-10-22 21:08:59 w

Click on add bank deposit button to add a new deposit
to the bank.

The form below will pop up .Select the bank.
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Add new Bank Deposiis

Bank
name?

Person
incharge

Amount :

Banking
Date

Remarks

--—-5Select bank name--—-
Enter Person incharge

0.00

2018-12-17 16:21:59

Enter remarks

Add Bank Deposit

Click on the more button to update the bank deposit.
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Update/Create Bank deposits| Back |

Bank name? EQUITY BANK Balance= 66600

Person In Charge: robert
Date captured 2018-10-27 12:27:29
Deposited Date 2018-10-27 12:27:12
RefNO BANK-11540632432 Descrin
EEEEE ption daily sales
Update Bank deposit Print Bank deposit
From: Accoun t: Description: Ref No: Total
Select Customer/supplier Select Account Enter descripti fro ||| amoun t
There is no data found
TOTAL MONEY DEPOSITED: Total:

Damaged products
If a product gets damaged, it is recorded in the
damaged products module.

4 Damaged products

=% Purchases

B Expensesfincome

Click on add damaged product button to add the
product. The form below will appear. Enter the
products details and click on “Add damaged product

“button.
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Add new damaged prclducts
Product Enter product damaged
name
Quandity : Enter Quantity Damaged
Person Enter Person incharge name
incharge
Date 2018-12-06 14:09:04
damaged
From? —Where do you want to deduct product from?— ¥
Remarks Enter remarks
P
Add Damaged Product

Display sales report
'This module enables you view all sales per counter

within stated dates.

Click on “display sales report “module.
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& Display Sales Report

4 Grouping Members

< Send Sms

& Diocuments

il Tasks Category
@ Tasks

B Call center

) Deals

Click on “View receipt sales” button.

Enter the details on click on “view sales” button.Youll
be able to view the sales that were made within the

dates stated.

Group Sales Report

Counter Counter M
Sales —AlliAny sales stEtus— v
Status
From Date 2018-12-14 00:00:00
To Date 2018-12-14 13:50:50
Dispaly Mo i want to just view sales T
type?

View Sales
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Grouping members
This module enables you to view the categories of

people and the members assigned to these categories.

Click on the “Grouping members” module.

& Display Sales Report

4 Grouping Members

< Send Sms

& Diocuments

il Tasks Category
@ Tasks

B Call center

) Deals

You'll be able to view all the groups.

View cateqoryoroup
Name Deseripton Safus Qld Members Current Members
Gools e W Cument Group
Shegers ' e W Cuent Group
qradiaes Ypuoop il W Curent Grop
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Send sms
'This module enables you to send bulk sms to your

people/contacts associated with the business.

Click on the module.

& Display Sales Report

4 Grouping Members

< Send Sms

& Diocuments

il Tasks Category
@ Tasks

B Call center

) Deals

You'll be able to view all the sms sent before.

Contact Date Message Sent By? Status
254710753092 2018-12-14 14:04:04 hello NulilWelcome to robisearch Admin active

254721150817,254722284978 2018-11-02 17.01:51 welcome to www.bulksmschapchap.com Admin active

When you want to send a sms to a contact that is not in
the system, you can click on ADD General sms button.
Enter the contact then the message then click on Add

sms button.
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Add new Sms

Success! You have successfully Sent SMS..

Contact

Message

When you want to send an sms to a contact that is in
the system, you can click on ADD customized sms
button. Choose the contact then the message then click

on Add sms button.
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Add new Sms

Success! You have successfully Sent SMS..

Receiver? -—-Select ReceiverfContact— ¥

Message

When you want to send an sms to a group/category
who are in the system, you can click on ADD Group
sms button. Choose the group/category then the

message then click on Add sms button.
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Add Group Sms

Success! You have successfully Sent SMS..

Group/Categor, -—Select Category— M

Meszage Enter message

Documents
'This module enables you to upload the documents of

the business.

Click on the “Documents” module.

& Display Sales Report
< Grouping Members
< Send Sms

& Documents

il Tasks Category

@ Tasks
B Call center

B Deals
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Click on the “Add general documents “button.

Add General documents

Enter the details of the document then upload the

document.

Click on “Add documents” button.

Add new documents

Upload Choose Files | Mo file chosen

Document
document Enter document name

name

Doc Enter idno/ codef transaction code if am
Number!

code
Category Enter category if an

Entry ddimmiyyyy

Date
Comment Enter Comment
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Task category
This is where by you create the categories of various

tasks in the business .Click on “Tasks category” module.

& Display Sales Report
<4 Grouping Members
< Send Sms

Er Documents

il Tasks Category

@ Tasks
B Call center

[ Deals

You will be able to view all the task categories added
before into the system. Click on the “add task category”

button to add a new task category.

A form will pop up. Enter the category type and its

description then click on “Add category” button.
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Add new Categoryitype

Category Enter category name

type

Description Enter description

Add Category

Tasks

This module is where by tasks are assigned to the users.

Click on the Task module.

& Display Sales Report
<4 Grouping Members
< Send Sms

Er Documents

il Tasks Category

@ Tasks
B Call center

[ Deals

You'll be able to view all the tasks.
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Sgaffy | -Delect ser 18444 181244 Courter '

Date  TaskOwner  Subject  FromDate  DueDate  Supenvisor  status  Category  ViewEdit  Progress  ViewPrograss

Click on the “add task” button. A form will pop up.

Enter the details of the task then click “add task”.

View{

Delate
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Add new Task

Category? Select Category ¥
Assigned --Select task owner--- ¥
to?
Subject Enter Subject
Start Date 141272015
Due Date 141272015
Contact Contact is automatic
Status ? ——new-— v
Priority ? Select Priority ¥
Email Select Nofification ¥
Motification
?
Task Select Status v
repeated?
Supervisor? -—Select task Supernvisor-— ¥
Description Enter task Description
s
Add Task
Call centre

In this module, all the calls received in the business are

recorded.

On the dashboard, click on the “call centre” module.
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& Display Sales Report
4 Grouping Members
4 Send Sms

Er Documents

il Tasks Category

@ Tasks
B Call center

[ Deals

You'll be able to view all the record of all the calls

.
received
- View complains
Dat Category Subject Caller Receiver Ph Med D pti Stati M

Click on “add new calls” button.

A form will pop up. Enter the details of the received

call. Then click on “add calls” button.
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Add new calls

Category? Select Category v
call Enter Subject
Subject
Caller Enter caller name
Names

Name of the person who called?

Caller Enter phone number
Number
Receiver Enter receiver name.
Name

Who received the call?

Media / How did customer know us e.g Tv adveris
Mode How did customer know us
Call Date 14/12/2018
Description Enter Complain / Message
e
Status? Select status v

Add calls
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Complains
In this module, the users of the system specifically the

employees can post their complaints in this module.

Click on the “complains” module.

s Complains

|~* Events

X Change password

& Update profile

# Configuration

You'll be able to view all the complaint messages sent

before.

Click on “add complain/message” button

Search for complains..

Date Subject Status Type From View Reply Delete
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A form pops up, enter the details and click on “add

complain/message” button.

Add Complain/ Message

Category? Select Category v
Send to? General v
Subject Enter Subject
Created 14/12/2018
Date
Description Enter Complain / Message

Add Complain/Message

Events
In this module, events in the business are recorded here

in the system.

Click on the “Events” module in the dashboard.
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s Complains

|~* Events

X Change password

& Update profile

# Configuration

You will be able to view all the events that were added

into the system before.

- View viewevents

Event From To

Title Date date Location Host Partisipants Repeated? Status More
business 2018- 2018- juja Robisearch employees No pending
ventures 12-27 12-29 Itd

event

Click on the “Add event” module.

A form will pop up. Enter the details of the event.

Then click on “add events” button.
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Add new Event

Event Enter Event's location
Location
Event title Enter title
Start Date dd/mm/yyyy
Due Date dd/mm/yyyy
Event Enter Your host or Controller
Host
Status? —-NEew--
Event —YEes--
repeated?
7

Participants Enter participants

Comments Enter comments

Add Evenis
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Change password
‘This module is where one changes the password of the
system. Enter the old password then the new password

then confirm new password.

Click on “save /update password” button.

Password Details

Old Password

Enter Your Cld Password here..

New Password Enter Your New password

Enter Your New Password

Confirm New

Password Confirm Your New Password

Save [ Update Password



77

Contact us for enquiries,
Location: Juja, Professional centre 4th floor
Main Stage (Opposite Barclays Bank)

Website: www.robisearch.com

Email:robisearch@gmail.com, info@robisearch.com.

Facebook: robisearch limited Twitter:@robisearch

0716413386/0718667391/0780655987


http://www.robisearch.com/
mailto:info@robisearch.com

